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Introduction

What is Teachscape Reflect Live?

Teachscape Reflect Live is a technology-enabled observation process.

It is a flexible, easy-to-use, and comprehensive observation management
and reporting system. With Teachscape Reflect Live, observers can schedule
classroom observations, collect and organize the observation data, and then
store the data on one secure platform.

What are the two types of observations?
There are two types of Reflect Live observations—scheduled and
unannounced observations.

Scheduled Observation

» The observation is scheduled for a later date and time.

 Teachers can provide information pre- and post-observation, if required
(e.g., pre-observation form, lesson artifacts).

Unannounced Observation

« The observation is conducted immediately, not on a future date and time.

« Teachers can provide information post-observation (e.g., post-observation
form, samples of student work).

What’s in this guide?

This Reflect Live User Guide is organized into several processes. Refer to
the table of contents below to find the observer and teacher processes for
scheduled and unannounced observations.

Note: Reflect Live does not utilize video in the observation process. However, you may be
a part of a school/district community that is utilizing both Reflect Live and Reflect
Video for classroom observations. If this is the case, the Lesson Observations
application will permit you to request either a live or video observation when
starting a new observation.
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Teachscape Reflect Live

PROCESSES

Scheduled Observation

Unannounced Observation
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Observer Guide

SCHEDULED OBSERVATION

Scheduling an Observation
Observing and Scoring

Confirming the Final Report
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Observer Guide: Scheduled Observation Scheduling an Observation

Scheduling an Observation

n Initiate a Required Observation

To initiate the required observation process, the observer selects the Lesson Observations link
in the left-hand navigation menu. Next, the observer selects New Observation.

' journal o haip “ logoul
@ Reflect Demo
Active Teachscape XL Workspaces
Click on one of workspaces below [0 300ESS YOUr content.
- e It present, the plus sign to the nght of each workspace name pravides acoess (o the workspace dashiboard.
ek “Raflects Awowl® o change mfurmatan o
I IvORIF BECCUNE eufle, nckidiha oo (gl E Reflect Laarning Materials
e ee i P,
Rafiset Video Lihrary
— Profassional Laaming Suita
Witk Rflect Uibrary yine can viow, comnand,
whnrn, nnm thg pARArAmie rinmamnn 1]
wd Artifacts
Lessnn Obsarvations

4 Back to Program sgachscape Reflect Observations  Repors  Logout

New Observation ) Saarch

\ SaolUp Prapans Ohserve  SellRoview  Confem

= " Slatuk L v
Toachng Roywsrass Dssarvalion @ E{ I:‘r“ E M Undats ¥ Vidas A

& Allen, Robin Yieu Introducing Mew In-...  D30M2 ) Today Live

a Choose Teacher and Observation Title

From the New Live Observation screen, the observer enters the name of the teacher for the
observation and a title for the observation.

4 TXL Home nm New Live Qbservation dourmal Help Logout

Taacher / Frameworks and Components ) Ada

Selact name from Est (=

- / No eomponeats ave been salscted
Title

Dbsorvation Date

Select date and lime
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a Select a Date and Time

Next, the observer selects a date and time
for a future observation using the scheduling
tool. The observer scrolls to the desired date
and time for the live observation. (If the
observation is immediate, this step is not
necessary.)

Identify Required Information

The observer enters a Focus for the observation
and then checks the Lesson Artifacts, Samples
of Student Work, and/or the Self-Review box if
the teacher will score the lesson him- or herself
(all optional).

B Select Pre- and/or Post-Observation Form

Scheduling an Observation

03/14/2012 1:50PM

Month Day Year Hours  Minutes

' e

s i

Crhaerathan Dake
DRI 120
Focus
Azking span sncsd qusslions end respandng 16 Budarta
Required
Bl Lewnon Ariitact Saemgien of Student Work

H Bl Moviw

If the observer would like a pre- and/or post-observation form to be completed by the teacher, he
or she selects the arrow to view the available forms and then selects the name of the form and the

Done button.

Lesson Artifacts Samples of Student Work

Self-Review

4

Pre-Observation Form Pra-observation (Planning) Form >

Post-Observation Form Post-observation (Refleclion) Form



Observer Guide: Scheduled Observation Scheduling an Observation

a Choose Framework and Components

The observer selects the Add button to choose components for scoring. He or she then selects
a framework to view the available domains, and domains to view the available components.
The observer may select the (A) Select All button if all components are to be included, or select
only (B) specific components. The observer selects the Done button when finished.

Select Frameworks and Components
Framework Domain Component
CLASS Keys Standards - SBI i 0 1. Planning and Preparation i 0 3a: Communicating with students ﬂ

2. Classroom Environment #3) Q 3b: Using questioning and discussion technigues O
3. Instruction > 3¢: Engaging students in learni
P —— wona -~ A

4, Professional Respensibility (i) O 3d: Using assessment in instn B

3e: Demonstrating flexibility 2 Eness

Start the Observation or Send Notification

If the observation is at a later date/time, the observer selects the Send button to send an email
to the teacher notifying him or her about the upcoming observation. (If the live observation will
commence now, the observer selects the Start button.)

Pre-Observation Form Pre-observation (Planning) Form O
Post-Observation Form ©
Cancel Save and Finish Later
a View Sent Invitation 4 Back to Program Teachscape Reflect

After the observer has selected New Observation (%
the Send button, he or she can

Prepare Observe

view the invitation by accessing e
Teacher Reviewer \Dbsewation m % e

the observations dashboard. hAd

o Allen, Robin You Introducing New In-...  03/30/12 D)

o Adams, Elizabeth @ You Using Questioning ...  03/26/12 v )
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Observer Guide: Scheduled Observation Observing and Scoring
Observing and Scoring

n Revisit Lesson Observations :
' Reflect Demo

After the teacher has submitted the
required pre-observation materials,

Active Teachscape XL

Reflect's A t Click on one of workspaces t
ects Accoun If present, the plus sign to tl

Click "Reflect's Account” to change information

the Observer iS nOtiﬂed Via email, logs in your account profile, induding your login E Reflect Learning
. d.
back in to Teachscape.com, and selects R S R
i H Reflect Video Lib o
Lesson Observations in the left-hand ot Tise TR E Professional Lea
naVigation menu. With Reflect Library you can view, comment,

share, and tag pancramic classroom, eos
and artifacts.

E Lesson Observations

a Access the Observation Details

While on the Observations tab, the observer selects the title of the observation to view the
teacher’s submitted required information.

4 Back to Program Teachscape Reflect Observations Reports Logout

New Observation & Search

Set-Up Prepare Observe  Self-Review  Confirm
. ) Status Live/
Teacher Reviewer Observation @ % Cla % ™ v

iis Update Video “
o Allen, Robin You / Introducing New In-...  03/30/12 & Today Live
o Adams, Elizabeth  » You Using Questioning ...  03/268/12 v > ] (D] 03/26/12 Live
o Adams, Elizabeth You Math 03126/12 v v o 5 03126112 Live

B View Submitted Information

The observer can view the submitted information and then start the live observation by selecting
the Start button in the bottom right-hand corner of the page. After selecting the Start button, the
observer will be asked to confirm that he or she accepts the materials provided by the teacher, if
any were requested.
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Observer Guide: Scheduled Observation Observing and Scoring

Required 3b: Using ing and i

Pre-Obsarvation Form Pro-observation (Planning) Form (3]

Post-Observation Form Post-observation (Reflection) Form © \
Back Cancel Invitation Request Revision m

Observe the Lesson and Add Annotations

While observing the live classroom, the observer records annotations to inform the future scoring
of the lesson. The observer selects the Add button after each entry. The notes are editable and
time-stamped. The observer checks the box at the bottom of the screen if he or she wishes to
share the annotations with the teacher.

4 TXLHome o&:qr:;ﬁ:m B Lesson Notes Journal Help Logout

I= Details Lesson Notes ¥ 3a: Commuypicating wit... + [W 3b: Using questioning a... Report
I gl /
f sociated Components (2 selected)

Enter note here and click on Add button n

3a: C icating with stud (3]
Notes and Evidence Show timestamp: ﬂ Off
Observation date Mar 14, 2012 3b: Using questioning and discussion techn... Q
ipm Ei ges use of demic languag @E
n Uses name sticks to call on students. -
View Details Save and Finish Later Share observation notes with teacher: m

Note: Checking the box makes the annotations immediately available to the teacher, and these annotations can
be used in the self-review process.

B Assign Annotations to Framework Components

While entering annotations, or after entering annotations, the observer can assign these notes to
one or more of the selected framework components. Assigning annotations to the components
makes it easier to sort through the observational notes and assign scores later on.

Teachscape Reflect Live User Guide 10



Observer Guide: Scheduled Observation

Required

Observing and Scoring

4 TXL Home Obssnmtions E Lesson Notes Journal Help Logout
i= Details Y E Lesson Notes : ' [V 3a: Communicating wit... 3 [¥ 3b: Using questioning a... [ Report /:,
— As-sociated Components (2 selected)
Enter note here and click on Add button n
3a: C icating with stud ©
Notes and Evidence Show times! - ﬂ Off
Observation date Mar 14, 2012 3b: Using questioning and discussion techn... 0
a Begin Scoring the Lesson Observation date Mar 14, 2012
43 pm Er ges use of demic language.
After the lesson has been observed and notes
have been taken and a“gned tO framework 41 pm Uses name sticks to call on students.
components, the observer may select the Save
and Finish Later button to score the lesson at /
a later time, or he or she may select the Score View Details Save and Finish Later | Share observation

button to begin assigning scores.

Assign Scores

For each component, the observer (A) analyzes his or her annotations, (B) selects the appropriate
critical attributes at each level of performance, (C) summarizes, and (D) assigns an appropriate
score or level of performance for that component. When the observer is satisfied with the score
assigned for the first component, this process is repeated for each additional component by

selecting the Next button.

4 TALHoms | pretns
= itasia

B Lessan motes

Scorw’ 3a: Communicaing with studenis

Summary

Strong communication with students. Teacher's axplanaions
excatiant Howaver, not all siudants understand,

[ Scors 1 ol 2 dournsl Halp Logout

: o 0 Uuing qatianing & B nepen
V4 Cl °
= U :
O a2 Promcient ]

Evidence and Moles.

Dbsarvation date Mar 14, 2012

4

Usas name BUCks to call on susents.

Encourage use of scademic languape
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Observer Guide: Scheduled Observation Observing and Scoring

a Write Recommendations and Overall Rating

After the observer has scored all of the components, he or she completes the observation report.
Here is where the scores can be reviewed and recommendations for the teacher added.

4 TXLHome | ghequired [E Report Journal Help Logout
i= Details ;B Lesson Notes » [ 3a: Communicating wit... » [ 3b: Using questioning a... y [E Report
Teacher: Noonan, Madeline Observation Title: Using Questioning and Discussion Techniques
~ 3a: Communicating with students / ¥ 3b: Using q ioning and di
1234 1234
Principal, Reflect - | [N [ T ][]
€3 Critical Attributes Report
Recommendations %cas of Strength
Engage in peer discussion about meeting the needs of our English language Use of vocabulary. Engaging students in lesson. Majority of students feel free to
learners. Develop strategies to engage all ELL classmates in discussions. take risks in sharing their ideas.
a Su bm it the SCO res to the TeaCher Use of vocabulary. Engaging students in lesson. Majority of students feel free to

take risks in sharing their ideas.

Overall Rating

Selecting the Submit button will send an
email notification to the teacher that the
observation has been scored. If a self-
review is not required, the report will be
immediately shared with the teacher. \
If a self-review is required, the teacher

will see the report only after he or she m
has conducted a self-review.

Emerging as a distinguished teacher

m View Sent Observation

After the observer submits the scores for an observation, he or she may view the observation by
selecting the observation on the Observations tab.

< Back to Program Teachscape Reflect Observations Reports Logout

New Observation (& Search \

Set-Up Prepare Observe  Self-Review  Confirm

Teacher Reviewer Observation [Ha Stalus. - el A
E % aidad % E Update Video
o Allen, Robin You Introducing New In-...  03/30/12 (D) Today Live
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Observer Guide: Scheduled Observation Confirming the Final Report

Confirming the Final Report

n Access the Observation Report

After the teacher selects the Acknowledge button in the application or completes his or her
self-review, the observer will be notified by email. The observation can be accessed from the
Observation tab.

4 Back to Program Teachscape Reflect Observations Reports Logout

New Observation (& Search ._\

Set-Up Prepare Observe  SelfReview  Confirm

9 " Status Live/
Teacher Reviewer Observation @ % Eu: % ™ Update v Video *
o Allen, Robin You Intreducing New In-...  03/30/12 & Today Live
o Adams, Elizabeth  ® You Using Questioning ...  03/26/12 v 5] @ 03/26/12 Live
o Adams, Elizabeth You Math 03/26/12 v (v (v 5] 03/26112 Live

N\

a View the Report

From the Report screen, the observer can view the scores, assigned critical attributes, and
comments. If the teacher completed self-scoring, the teacher’s scores, comments, and notes
will appear alongside those of the observer. If not, only the observer’s scores, comments, and
notes will be present.

Required

4 TXLHome | apcorioiions | [E Report | Jdournal | Help | Logout
= Details E5 Lesson Notes [# 3a: Communicating wit... [ 3b: Using questioning a... y B Roport
Teacher: Noonan, Madeline Observation Title:
Ettective Questioning Spring
< 3a: Communicating with students < 3b: Using questioning and 1 q
1234 1234

. Principal, Reflect
- Noanan, Madalina
.;:;. Critical Attributes Report

> B Principal, Aeflect

' W Noonan, Madeline
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Observer Guide: Scheduled Observation Confirming the Final Report

B Explore the Report

Exploring the report includes selecting Critical Attributes Report and/or participants’ names to
view summary comments. By selecting the View Scores button, the notes associated with each
component can be viewed. A full report can be viewed, exported, or printed, including all scores
and notes, by selecting the Full Report button.

3 Communicaling with siudants I Wning qeaslioning and decussion chnigas
1234 1234
y i, Wi =) HEE
y SULIEEEN | | | / L ]l=la]
2 Critionl Anribubes Repori
Atlributes W Neonan, Madaline [l Principal, Reflect

A0 ComimmIncanng win slucims

Profciam = The teschor staios cloarly, &1 some polnd diring he lnssan, what the studants will be lasming &
Frofcioni = it apgropriale, (he teacher modefa ihe progess 10 be Tolowed in The Tesk &
Profciomn = Bludontn angagn with e iaming 1agk, indicating Bhat \hay urdarsland wisal oy ane 1o 90 (]

0000

Frofciom = Taachir'y DUHIRARRN 0 CONLONE 8 CHAT, arsd InYIDE Snadent pRirtcpalion arsd renkrsg
Frofcient MM Bl ushgs Are cormec and compialy suiled o e kssan /

View Beores Full Raport Back Rovise Send for Revision m

Confirmation of the Observation

After the teacher and observer have discussed the observation report, the observer selects the
Confirm button. This observation will now be accessible in the Confirmed folder on the Required
Observation tab of the Lesson Observation page for both the observer and the teacher. Once,
the Confirm button has been selected, the observation will no longer be editable.

View Scores Full Report Back Revise Send for Revision

Teachscape Reflect Live User Guide 14



Observer Guide

UNANNOUNCED OBSERVATION

Preparing for an Observation —Steps to Take Prior to the Observation
Conducting the Observation
Scoring the Observation

Confirming the Final Report
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Observer Guide: Unannounced Observation Preparing for an Observation —Steps to Take Prior to the Observation

Preparing for an Observation — Steps to Take Prior to the Observation

n Access Live Lesson Observations
' Reflect Demo
Active Teachscape XL
To initiate the unannounced required . Click on one of workspaces t
. . LI Qo If present, the plus sign to tl
observation process, the observer logs in
Click "Reflect’'s Account" to change information y
to www.teachscape.com and selects the in your account prafile, including your lagin E Reflect Learning
. . . name ar password.
Lesson Observations link in the left-hand
) ) Reflect Video Library -
nav|gat|on menu. Professional Lea

With Reflect Library you can view, comment,

share, and tag pancramic classroom, eos
and artifacts.

E Lesson Observations

a Initiate an Unannounced Observation

The observer selects the New Observation button on the Observations tab.

< Back to Program Teachscape Reflect Observations Reports Logout
New Observation (& Search \
\ Set-Up Prepare Observe  Self-Review  Confirm
. " Status Live/
Teacher Reviewer Observation E % Eu: % ™M Update v Video

Choose a Teacher and Observation Title

From the New Live Observation screen, the observer enters the name of the teacher for the
observation and a title for the observation. If this is an unannounced observation, the observer
does not select an observation date (date and time).

< TXL Homa am Mew Live Observation Journal Help Logout

Teachar / Frameworks and Components €3 Add
Seloot namea fram fist

8]

Mo componaniz have DeEn Seleciid.
Title /

Dbseration Date

Select dale and lime

Fonziis

Teachscape Reflect Live User Guide 16



Observer Guide: Unannounced Observation Preparing for an Observation —Steps to Take Prior to the Observation

Asking open ended questions and responding to students

Identify Required Information Focus /

The observer enters a Focus for the

Additional Instructions

observation and then checks the Lesson Please attach a lesson plan as your lesson artifact.
Artifacts, Samples of Student Work, /
and/or the Self-Review box if the teacher i v

. . Lesson Artifacts Samples of Student Work
will score the lesson him- or herself
(all optional). Self-Review

B Select a Post-Observation Form

If the observer would like a post-observation form to be completed by the teacher, he or she
selects the arrow to view the available form(s) and then selects the name of the form and the
Done button.

Pieuibred

Leasan Anifacta B samsiss of Stusent Work

et Raviow /
Pre-Sruwervadion Farm Pre-phservailon (Plansing) Farm :-_‘,'.-
Posi-Sfservasion Form Puosi-cbeervation |Aeflection| Form ¥ ]

Cancal Save and Finish Later m m

Note: A pre-observation form should only be used in a scheduled observation.

a Choose Framework and Components

The observer selects the Add button to choose components for scoring. He or she then selects
a framework to view the available domains, and domains to view the available components.
The observer may select the (A) Select All button if all components are to be included, or select
only (B) specific components. The observer selects the Done button when finished.

Teachscape Reflect Live User Guide 17



Observer Guide: Unannounced Observation Preparing for an Observation —Steps to Take Prior to the Observation

Teachscape Reflect Live User Guide

Select Frameworks and Components

Framework Domain Component

CLASS Keys Standards - SBI )] 0 1. Planning and Preparation & D 3a: Communicating with students O

2. Classroom Environment Lt O 3b: Using questioning and discussion technigues G
3c: Engaging students in learning /
@O

3d: Using assessment in instruction

Framework for Teaching - Complete Instrument @ >

4, Professional Responsibility

Soloct All

3e: Demonstrating flaxibility ar B ness
Framework for Ted

A

Start the Observation

The observer selects the Start button to commence the observation. (If the observation is at
a later date/time,the observer selects the Send button to send an email to the teacher notifying
him or her about the upcoming observation.)

Focus
Additional Instructions

Required

Lesson Artifacts Samples of Student Work
Slf-Review

Pre-Observation Form O

Post-Observation Form Post-observation {Reflection) Form o- \
Cancel Save and Finish Later m m

18



Observer Guide: Unannounced Observation Conducting the Observation

Conducting the Observation
n Start the Observation
The observer selects the Start button to commence the observation, if he or she has not done so

already.

Pre-Observation Form

V]

Post-Observation Form Post-observation (Reflection) Form

o

Cancel Save and Finish Later m m

a Observe the Lesson and Add Annotations

While observing the live classroom, the observer records annotations to inform the future scoring
of the lesson. The observer selects the Add button after each entry. The notes are editable and
time-stamped. The observer checks the box at the bottom of the screen if he or she wishes to
share the annotations with the teacher.

4 TXLHome o;:qm:m E Lesson Notes Journal Help Logout
= Detalls B Lesson Notes 5 ™ 3a: Gommuflcmlng wit... » ¥ 3b: Using questioning a... [E Report ;
d e iated C p # {2 1 |}
Enter note here and click on Add button “
3a: Communicating with students 0
Notes and Evidence Show fimestamp: m Off
Observation date Mar 14, 2012 3b: Using questioning and discussion techn... Q
i pm Encourages use of academic language. m E
wm Uses name sticks to call on students. m -
View Details Save and Finish Later Share observation notes with teacher: /]

Note: Checking the box makes the annotations immediately available to the teacher, and these annotations can
be used in the self-review process.

Teachscape Reflect Live User Guide 19



Observer Guide: Unannounced Observation

Conducting the Observation

B Assign Annotations to Framework Components

While entering annotations, or after entering annotations, the observer can assign these notes

to one or more of the selected framework components. This makes it easier to sort through the
observational notes and assign scores later on.

4 TXL Home O;qu::;:m E Lesson Notes Journal Help Logout
i= Details B Lesson Notes [ 3a: Communicating wit... 3 [# 3b: Using questioning a... Y [[E] Report
Associated Components (2 selected)
Enter note here and click on Add button “
3a: Communicating with students 0
Notes and Evidence Show fimestamp: ﬂ Off
Observation date Mar 14, 2012 3b: Using questioning and discussion techn... Q

pm Encourages use of academic language.

n Uses name sticks to call on students.

Save and Finish Later?

The observer may choose to continue his or her observation by selecting the Score button.
However, the observer may also select the Save and Finish Later button to score the lesson at

a later time.

V4

View Details Save and Finish Later

Teachscape Reflect Live User Guide

N\
=

Share observation notes with teacher: ﬂ
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Observer Guide: Unannounced Observation Scoring the Observation

Scoring the Observation

Continue Annotations and

Assignments ot et
Associated Components (2 selected)
After the observation, the observer may n - foating with ©
continue to enter annotations and assign mosay [ o
these notes to one or more of the selected 3b: Using questioning and discussion techn... (€

framework components. et | \

a Begin Scoring the Lesson (cat
After the annotations are complete and Som
are aligned to framework components, the

observer selects the Score button to begin with teacher:

assigning scores.

B Assign Scores

For each component, the observer (A) analyzes his or her annotations, (B) selects the appropriate
critical attributes at each level of performance, (C) summarizes, and (D) assigns an appropriate
score or level of performance for that component. When the observer is satisfied with the score
assigned for the first component, this process is repeated for each additional component by
selecting the Next button.

= U [0 Laasan netes =4 o h: Uning qusslissing & B mepan

Sears: Ia; Communicabing with students / C
Summary
Strang cammunicatian with sludants Teachar's axplanationa
axcallant. Howaver, not all students undarsiand, /
Profscient

Evidance asd Notss A

Chwarvation deie Mar 14, 3042
B Thewecher staten point dnng i lesson, what he sludenis
20 pm Unes name sticks to call on sludents. m ﬂ il Db iArmEnG,

Encourage use of scademic language @ E

U Apgeogiatn, Ihe Iaacher modeis B process I Bo ialowsd in B bk
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Observer Guide: Unannounced Observation Scoring the Observation

Write Recommendations and Overall Rating

After the observer has scored all of the components, he or she completes the observation report.
Here is where the scores can be reviewed and recommendations for the teacher added.

Required
4 TXLHome | gpoohifet [E Report Journal Help Logout
i= Details ;B Lesson Notes » [ 3a: Communicating wit... » [ 3b: Using questioning a... y [E Report ":}

Teacher: Noonan, Madeline Observation Title: Using Questioning and Discussion Techniques

< 3a: Communicating with students / < 3b: Using q i and di

1234 1234
Principal, Reflect - ... ....

€3 Critical Attributes Report

Recommendations %cas of Strength

Engage in peer discussion about meeting the needs of our English language Use of vocabulary. Engaging students in lesson. Majority of students feel free to
learners. Develop strategies to engage all ELL classmates in discussions. take risks in sharing their ideas.

B S u bm it the SCO res tO th e TeaChe r Use of vocabulary. Engaging students in lesson. Majority of students feel free to

take risks in sharing their ideas.

Overall Rating

Selecting the Submit button will send
an email notification to the teacher that
the observation has been scored. If a
self-review is not required, the report
will be immediately shared with the \

teacher. If a self-review is required, the

teacher will see the report only after he m
or she has conducted a self-review.

Emerging as a distinguished teacher

a View Sent Observation

After the observer submits the scores for an observation, he or she may view the observation by
clicking on the Observations tab.

< Back to Program T.;E.lChSCﬁDE‘ Reflect Observations Reports Logout

New Observation (O Search \

Set-Up Prepara Observe  Selfi-Review  Confirm

Teacher Reviewer Observation Cla Status Live/
E % aia % E Update Video
o Allen, Robin You Introducing New In-...  03/30/12 v (O] Today Live

\
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Observer Guide: Unannounced Observation Confirming the Final Report

Confirming the Final Report

n Access the Observation Report

After the teacher selects the Acknowledge button in the application or completes his or her

self-review, the observer will be notified by email. The observation can be accessed from the
Observation tab.

4 Back to Program Teachscape Reflect Observations Reports Logout

New Observation (D Search :\

Set-Up Prepare Observe  SeliReview  Confirm

: " Status Live/
Teacher Reviewer Observation @ % Euz % E’ Update - Video *

o Allen, Robin You Introducing New In-... 03/30/12 v & Today Live

o Adams, Elizabeth  ® You Using Questioning ...  03/26/12 D D] 03/26/12 Live

o Adams, Elizabath You Math 03126112 v v s 03/26/12 Live

a View the Report

From the Report screen, the observer can view the scores, assigned critical attributes, and
comments. If the teacher completed self-scoring, the teacher’s scores, comments, and notes

will appear alongside those of the observer. If not, only the observer’s scores, comments, and
notes will be present.

Required

4 TXLHome | gucoriciions | [E Report | Journal | Help | Logout
= Details ES Lesson Notes [ 3a: Communicating wit... [¥ 3b: Using questioning a... y B Report
Teacher: Noonan, Madeline Observation Title:
Etfective Questioning Spring
- 3a: Communicating with students < 3b: Using qu ioning and 1 q
1234 1234

. Principal, Refiect
- Noanan, Madalina
£ Critical Attributes Report

| W Principal, Reflect

> M Noonan, Madeline
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Observer Guide: Unannounced Observation Confirming the Final Report

B Explore the Report

Exploring the report includes selecting Critical Attributes Report and/or participants’ names to
view summary comments. By selecting the View Scores button, the notes associated with each

component can be viewed. A full report can be viewed, exported, or printed, including all scores
and notes, by selecting the Full Report button.

i Mad R mmm
Pracipal Fedest - ERENE / spom
& Critoal Atiribuies Mepaet

Artriuies B Hoonan, Madeline [l Principal, Refiect

da: Comenisnicaling Wit stugents

Pralicent « Thi leachar slatas cloarly, af sams paint during the essan, wial e shidents wil b laarming & o
Prélirmnit + H approprsdn, fhe inasHior modils e process 0 Bo Miicead in Bha toEk l:‘:) Cj
Pro i £ 8 DGR Py Eas SCAr (FAr ey unoors o it i 3 A v &

gt FaUCENDE DNGRE WIIN 1 HIGring CASE, INGCANNG (ML Moy Unoarsand wna ihey ang 1o oo o o]
Praficisn « Tachars apgation af conlen i claar, and mvess sludent panicipation and thinking &

&3 Nooman, Mededing

&3 W Principal, HV /

View Scoras Full Report Back Ravisa Sand for Revision m

Confirmation of the Observation

After the teacher and observer have discussed the observation report, the observer selects the
Confirm button. This observation will now be accessible in the Confirmed folder on the Required
Observation tab of the Lesson Observation page for both the observer and the teacher. Once,
the Confirm button has been selected, the observation will no longer be editable.

View Scores Full Report Back Revise Send for Revisioh
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Preparing for an Observation —Scheduled Observation Only

Completing Post-Observation

Viewing and Confirming the Report
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Teacher Guide: Scheduled & Unannounced Observation

Preparing for an Observation —Scheduled Observation Only

Preparing for an Observation —scheduled Observation Only

Reflect Demo

Reflect's Account

Click "Reflect's Account" to change information

Access Lesson Observation
Application

When the observer initiates a required
observation request, the teacher receives
an email notification. The teacher then logs
in to www.teachscape.com and selects
Lesson Observations in the left-hand
navigation menu.

a View Incoming Request

in your account profile, including your login

name or password.

@ Reflect Video Library

With Reflect Library you can view, comment,
share, and tag pancramic cla

and artifacts.

E Lesson Observations

SSroom e0s

Active Teachscape XL

Click on one of workspaces t
If present, the plus sign to tl

E Reflect Learning
#
E Professional Lea

The teacher then selects the title of the observation to view the details of the observation.

4 Back to Program Teachscape Reflect

New Observation (2

Set-Up
Teacher Reviewer Observation ﬁ
You o Cooper, Holly Lack of Coordination  04/05/12
® You ﬁ!ﬁnﬁ Robin; Ad... Effective Teacher P... 03/30/12
@ You o Jones, Albert Desire for Recognition  03/30/12
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Prepare Observe

B o=
v ®
)

Self-Review  Confirm

=

Observations

™

Reports Logout

Live/

Video

Live

Video

Live
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Teacher Guide: Scheduled & Unannounced Observation Preparing for an Observation —Scheduled Observation Only

B Add Required Information

The teacher reviews the details of the observation on the Details page. If Lesson Artifacts
are required, the teacher selects the Add button to browse for the document(s) on his or her
desktop, and then uploads. (If there is no required information, the teacher will select the
Acknowledge button to acknowledge the upcoming observation.)

Pguited

4 TEL Homn fib Dietniin duurnal Hola Lnguea
Thascline Dbsmrvation Type \
Hoonan, Madekne
Lasson Anifncts & Aad
Titie
Liuan Chistineg ared Unsearson Technoges sk bch i
of Wiork Mt
Ceharyatinn Dans BEses LE 30 aiwat <
Wed OCT. 12 2011 « D820 am Mo aftaehemunts
Forus Frameworks and Componants
AJRIT DpUT PR QUESONT dr respores Lnaoid i amaan Diatrmanta
Aniiicnal nITUCTEsm B
Patass stiach a bason plan gt i Edeon s 0
Carcsl Uploar
Paguingd \
PE-DBREIVENAR Far e BBV ENEA [InaRsng) Fars ¥ ]

- =

Fill Out a Pre-Observation Form, if Required

If a pre-observation form has been requested, the teacher selects the link and fills out the form.
(He or she may need to scroll the screen to see the pre-observation link.) When the form is
complete, he or she selects the Save button.

Regquined

4

Back Sand

Pre-Otservabion Faom Pré-ghservalion [Flanndng) .. 3]
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Teacher Guide: Scheduled & Unannounced Observation

Preparing for an Observation —Scheduled Observation Only

B Learn About Selected Framework Components

Selecting the information icon under Framework and Components enables the teacher to learn
more about the selected components and critical attributes for each level of performance.

[~}

P Male i Agievd Chdely, A2 EeTel [red D] M i, arha! e ALaes
Wil B ATING.

¥ spomoprisie. e leecher maodels Bw orocess o be lolowed i the sl

Shufnrly orgage Wil [fe lsmeng e, eebcatng hal ey oroenstand whal
iy i A 6.

a Send Required Information

When all required materials are included, the teacher selects the Send button and Yes in
the dialog box to send an email notification to the observer. The observation invitation will
now be accessible in the teacher’s Observations dashboard.

«4 Back to Program

Teachscape Reflect Observations  Reports

New Observation

I Search

. SetUp Prepare Observe  SelfReview  Confirm
Status
Teacher Reviewer Observation E =) Ca ﬂ ™ Update ~
You © Cooper, Holly Lack of Coordination  04/05/12 v ® - Today
® You ﬂ?né Robin; Ad... Effective Teacher P... ] \ Today
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Teacher Guide: Scheduled & Unannounced Observation

Completing Post-Observation

Completing Post-Observation

n Access Lesson Observations
Reflect Demo
. Active Teachscape XL
After the observer scores an observation, _

. A ) . A Reflact's Account Click on one of works_paces L
the teacher will receive an email notification. If present, the plus sign to ti
The teacher logs in to WWW teachscape com Click "Reflect's Account" to change information y

' . A ) in your account profile, including your login E Reflect Learning
and selects Lesson Observations in the name or password.
left-hand navigation menu. [=] refiect video Library E
Professional Lea
‘With Reflect Library you can view, comment,
share, and tag pancramic classroo eos
and artifacts.

E Lesson Observations

a Acknowledge Observation

After selecting the observation title on the Required Observation tab and in the Incoming
Requests folder, the teacher uploads samples of student work and fills out a post-observation
form, if required. If no self-review is required, the teacher selects the Acknowledge button.
This sends an email notification to the observer.

Tille
lest for back bullon on pre observation farm Lesson Artifacts & Aad

Lesson Aritacl.docs

Obaasrvatlon Date

5 7, 2012 - 09:1
il G e Samples of Student Wark ) Add

Focus Bample of Studen Work doox

Frameworks and Components
Additional Instructions
Ja: Communicaling with sludenis Li ]

Requined

Back Acknowledga

Teachscape Reflect Live User Guide

29



Teacher Guide: Scheduled & Unannounced Observation Completing Post-Observation

B Fill Out a Post-Observation Form, if Required

If a post-observation form has been requested, the teacher selects the link on the Details page
and fills out the form. When the form is complete, the teacher selects the Save button.

@ Post-Observation Form Save

Post-observation (Reflecltion) Form /

Question: 1, In general, how successiul was the lesson? Did the students leam what vou intended for them o leam? How do you

know?

AnNSwa

View Notes

If a self-review is required, the teacher selects the View Notes button from the Details page.

B Add Annotations

If the observer has shared his or her annotations with the teacher, the teacher will see the
observer’s notes. If the observer has not shared his or her notes, the teacher cannot see the

observer’s notes. The teacher begins adding his or her own annotations by typing in the text field
and selecting the Add button.

4 TXL Home Obssrvnrinons B Leseon Notes Journal Halp Logoat
= Diwiails B [ Ba: Communiating wil... [ B Uhnirog spwtiening o... E Faput
Associaled Componanis
The vocabulary needed lor Mhis subject requines daily work for the duration of the unit “

iponan, Midelin h: Liwing guestisning and discosalon echaiquas )

/ V. Coitiitiurboalesg mith studaiili 3]

1 am glad 1Rt we worked in amall groups stter 1 lssson nbroduction, m ﬂ m
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Teacher Guide: Scheduled & Unannounced Observation Completing Post-Observation

a Assign Annotations to Framework Components

While entering notes, or after entering notes, the teacher can assign these notes to one or more
of the selected framework components. This will make it easier to sort through the observational
notes and assign scores later on. The teacher selects the Score button when ready.

B o dar C e anng win i Uiy qusssiormy o = Rapan

Associated Components
Tt woCalniliny néeded o this subiect reguines. dally work Ao 1e duratian of the whit n

Ja Cammunicaling with sluflanta D

[0 3 Using quesbaning and dscusion technigues. )

| W gine that vem wsriied i small GroGRs SITer (e besssn nbroduetisn l::l B m \
Enccureghs ubs of scademss Loguagd -
W narme sticis o call on studants. -
AakE guFstions sBt yeaterary s lesson -

Wiew Detalls Save and Finish Later

Assign Scores

For each component, the teacher (A) analyzes his or her annotations, (B) selects the appropriate
critical attributes at each level of performance, (C) summarizes, and (D) assigns an appropriate
score or level of performance for that component. When the observer is satisfied with the score

assigned for the first component, this process is repeated for each additional component by
selecting the Next button.
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4 THL Homne PRt ¥ Beor 1 of 2 dasrnal Hulp Loged
IZ Deuin B Lenscn bows [ 3a: Communicating wn [ 36:ming questoninga.. ) [ Reson b
Lewnin af Perfarmpnss
Bearn: 3a: Communicating with studerts C i Unaatistactory D &
Summary / 7 =
= - °
© 1 Proficiem ~
Evidence and Notes

Observation date Jan 19, 2012

1100 e CACCUrBges use of ackdemic language. a The leachor slates chearly, ol Some point during the lesson, what the shedenis
will B baening

/ o My tadn, n emchnr modeks the fio be Inficreved in th insk
il T
Q

L] Distinguished

I ki o the clianscteisies of “proficenl,”

+ Thna inachar poimis o ssinis aneas for mlimmnmn.p\

Back Save & Finish Later m

a View the Report and Enter a Self-Reflection

From the Report screen, the teacher can view his or her self-scores and assigned critical
attributes. The teacher enters a self-reflection in the text field and selects Submit to send
a notification to the observer.

4 THL Homa | qieauimd B Roparnt soumnal | Melm  Logout
= B Lenson Kotas [ 3 Communicating wif . W B Uning quedtionisg a... [ ]
F P, F
Teacher Moonan, Madalng Dhseryation Tile: Using Ouesticning and Discussion Techniques
BB OO P AT W ATl e i i o i L ol
1234 1234

oo Madeire . S / BBE
(3 Critical Atiributes Repori

Beif.Roflociion

I gl [hi Be=snn was successhul for e majonty ol the students. | Bm not surs that
use appropriaby wait ime for all, | am haping 0 learm mone stalegies on how

draw oul my ELL siudants inio the large and small group dISIII.ISSIIZII"-5| \

View Scorms Save & Finlsh Later m
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Teacher Guide: Scheduled & Unannounced Observation

Viewing and Confirming the Report

n Access the Observation Report

After the teacher acknowledges the observation in the application or completes his or her
self-review, the teacher may view the report by selecting the observation from his or her

Observations dashboard screen.

< Back to Program

New Observation (2

Teachsca pe Reflect Observations Reports Logout

N

Set-Up Prepare Observe  Seli-Review  Confirm

; " e Status Live/
Teacher Reviewer Observation =] % iE‘;: % ™ Update” Voo &
You o Cooper, Holly Lack of Coordination  04/05/12 L4 D] Today Live
® You NILT”;:' Robin; Ad... Effective Teacher P... D Today Video
total
® You o Jones, Albert Desire for Recognition  03/30/12 v v v ® Today Live

a View the Report

N\

Teachers can view scores, the assigned critical attributes, and comments. If the teacher
completed self-scoring, his or her own scores, comments, and notes will appear alongside
those of the observer. If not, only the observer’s scores, comments, and notes will be present.

4 TXLHome | g::;qr:::‘?:ns | [E Report | Jourmal | Help | Logout
I= Details ES Lesson Notes [ 3a: Communicating wit... [¥ 3b: Using questioning a... B roport

Teachar: Noonan, Madeline

< 3a: Communicating with students
1234

£ Critical Attributes Raport
| B Principal, Reflect

{2 W Noonan, Madeline
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- Noanan, Madelisa

Observation Title:
Etfective Questioning Spring

< 3b: Using questioning and discussion techniques
1234

3=

Viewing and Confirming the Report
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Teacher Guide: Scheduled & Unannounced Observation Viewing and Confirming the Report

B Explore the Report

Exploring the report includes selecting Critical Attributes Report and/or participants’ names to
view summary comments. By selecting the View Scores button, the notes associated with each
component can be viewed. A full report can be viewed, exported, or printed, including all scores
and notes, by selecting the Full Report button.

4 TALHome | qgequind Report Jounal  Helg  Logout
= Details El Lesson Notes + 3a: Commumicating with. . o 30 Uaing questioning &... m
lenchon: Noonan, Madeline Dbasrvation Tike

Uging Cuastioning and Discusgion Techniguas

2 dm; Communicating with studsnts 4 3t Using qua-siicning snd discussion bechniguas
1234 1234
B . T

i g [ 1 ]
=]k ] / '. kil EEDE
':} Crideal Arributas Rlpﬂﬂ /

':; B Principal, Reflect
¢ B Hoonan, Madstine

View Scores Full Report m

Confirmation of the Observation

After the teacher and observer have discussed the observation report, the observer selects

the Confirm button. The observation will now be accessible in the Confirmed folder on the
Required Observation tab of the Lesson Observation page for both the observer and the teacher.
Once, the Confirm button has been selected, the observation will no longer be editable.

1234 1234
aEm TEa
aEm oaaa

(3 Critiesl Amrisutss Rmpart

£ W disonan, Madeline

& HPrincipsl, Reflec \
View Scores Full Report Back Ruowvise Send for Revision m
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